
INSTRUCTIONS FOR COMPLETING VENDOR CENTREX ORDER FORM 
 

1. Double click on form to be completed. 
2. Click on Open  tab. 
3a. If using Microsoft Word 2003 (or older version), click on  Enable Macros  tab and select  Low 

Security  on the  Tools  icon on the  Menu Bar. 
  ADDING MACROS 
Bring up the blank form on your screen. 
Select "Tools" on your menu bar.  
Select "Macro". 
In the pop-up menu select "Security". 
On the "Security Level" tab, select the Medium" option.  
Close the form without saving it. 
Open the form. Click the "Enable Macros" button if it comes up. 
 

3b. If using Microsoft Word 2007, click on Security Warning Options  and select  Enable Content.  
Then click OK. 

4. Fill in the appropriate blanks. 
5 Click on File Save.  (This will keep what you just typed from disappearing.) 

6. Click on File Save As.  (Ex.: Save the file on your J: drive and name it something that you would 
recognize, such as the address or telephone number.) 

7. Click on Save. 
8. Create a new e-mail. 
9. Place customerservice@cio.sc.gov  in the  To:  field. 
10. Click on Insert. 
11. Click on File  and arrow down to your J: drive and double click on the file you just created. (Please 

note: The file should now show up on your e-mail as an attachment.) (Open the file again and make sure 
everything is filled in. Anytime the form is updated with new information, make sure to  File Save  the 
form again and  File Save As  on your J: drive to replace the previous version.) 

12. When the form is received, it will be reviewed by the vendor and processed. 
13. The vendor will notify you regarding the installation of your service.
14. If the above process does not work for you, please notify Customer Service at DSIT by calling 

803-896-0001 and pressing Option 1. 
 
 
 

To Order LOT 3 OR LOT 4 Internet Service, Contact the Vendor Using the Contact 
Information Provided Below. 

 
VENDORS and E-MAIL ADDRESSES 

 
ACS, Inc. ron@acsinc.net 
AT&T 
 

Non-state agencies:  to get your AT&T 
representative’s e-mail address, call toll free 
1-866-302-6988. 
 
State agencies:  to get your AT&T 
representative’s e-mail address, call 
1-803-401-1032, 1027 or  1028 or e-mail to 
bellsouthscsgcsrs@bellsouth.com. 

Charter Communications – Jodie Cales jodie.cales@chartercom.com 
LogicSouth scgovt-sales@logicsouth.com 
Spirit Telecom customerservice@spirittelecom.com 
Sprint Communications Co. – Rex Nanney 
Cell: 864-303-5538   Fax: 864-987-7801 Rex.Nanney@sprint.com 

Technology Solutions of SC sales@inndva.net 
Time Warner Cable To place an order, please call toll free 



1-877-892-2220 and press prompt 2 followed 
by the appropriate prompt for the requested 
service. You may ask to be transferred to John 
Moore, who is responsible for taking orders for 
any Government Account request. You may 
also e-mail your Time Warner request to John 
Moore at john.moore@twcable.com. Make 
sure you tell John Moore that you want to be 
under the state contract if requesting new 
service.  
 

 


